
Technical Training Classroom Webinar

December 15, 2022

Insights into Doing Business with 
the State of Maryland



• Connect small businesses to greater economic opportunities

• Oversight, monitoring, and compliance of three 

socioeconomic procurement programs across 70 state 

agencies/departments

• Conduct statewide outreach and training programs

• Host online resources for small business growth and 

development

Governor’s Office of

Small, Minority & Women Business Affairs

https://gomdsmallbiz.maryland.gov

goMDsmallbiz.maryland.gov

https://gomdsmallbiz.maryland.gov/Pages/default.aspx
https://gomdsmallbiz.maryland.gov/Pages/default.aspx


1. Basic Expectations

2. Doing Business with 
the State of Maryland

3. State Contracting 
Pipeline

Agenda

goMDsmallbiz.maryland.gov
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Know Your Customer

If you want to compete with 

confidence in the State contracting 

arena, you have to understand how 

your customers buy things.

goMDsmallbiz.maryland.gov

https://gomdsmallbiz.maryland.gov/Pages/default.aspx


Meeting Basic Expectations

• Business Plan

• Cash Management Plan

• Marketing Plan

• Technology Plan
• Website
• Email address
• Electronic payment

methods

goMDsmallbiz.maryland.gov
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Know Your Company

• Don’t try to be all things to all people
• Identify your niche
• Understand your strengths & weaknesses
• Lead with expertise
• Prove it with past performance

goMDsmallbiz.maryland.gov
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Know Your Market

• Understand your demographics
• Know your competition
• Pay attention to economic indicators
• Pay attention to industry trends
• Do market research

goMDsmallbiz.maryland.gov
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Know Your Value Proposition

The value proposition serves as 

the connection between a 

company and its customers.

- Harvard Business School’s

Institute for Strategy

& Competitiveness

goMDsmallbiz.maryland.gov

• Clearly identify why a product or services is best suited for that 
particular customer

• Be communicated across multiple channels (point of sale, website, 
social media, advertising, etc.)

• Be unique and specific (“on brand”)

• Be persuasive; turn a prospect into a customer

https://gomdsmallbiz.maryland.gov/Pages/default.aspx


Sample Value Propositions

• The Smartest Way to Get 

Around

• Uber

• The Experience IS the 

Product

• Apple iPhone

• Great Writing, Simplified

• Grammarly

• Website Behavior Tracking at 

an Unbeatable Price

• CrazyEgg

goMDsmallbiz.maryland.gov
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Capability Statement

The BASICS
• Absolutely necessary
• First impressions 

matter
• Door-opener
• Electronic & paper 

formats

The DESIGN
• 1 page; front only
• Fancy graphics are 

not necessary
• Title:  “Capability 

Statement”

goMDsmallbiz.maryland.gov
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Capability Statement

CONTENT
• Logo 
• Contact information
• Company data
• Core competencies
• Differentiators
• Past Performance

AUDIENCE
• Customize it!
• Make multiple versions
• Create a boilerplate
• Update core content as 

necessary

goMDsmallbiz.maryland.gov
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Perfect Your Pitch

1. Introduce yourself & your company

2. Describe what you do

(solve problems)

3. Highlight your value proposition

4. Give them something to remember

(differentiators)

5. Engage with a question

• The Elevator Pitch is alive and well! 

• Choose every word carefully and update contents as the business

• grows. 

• Practice, perfect, practice … and repeat indefinitely. 

goMDsmallbiz.maryland.gov
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Sample Elevator Pitch

Hi, I’m Alison Tavik, Founder of Unique Mobile Apps. My company 

develops mobile applications that small and mid-size businesses use 

to train their staff remotely. This means senior managers can spend 

time on other important tasks. We actually visit each customer to 

identify their specific needs, which is a unique practice in our 

industry. As a result, 95 percent of our clients are happy with the first 

version of their app. So, how does your organization handle new 

employee training?”

goMDsmallbiz.maryland.gov
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Sample Elevator Pitch

(1) Hi, I’m Alison Tavik, Founder of Unique Mobile Apps. (2) My 

company develops mobile applications that small and mid-size 

businesses use to train their staff remotely. (3) This means senior 

managers can spend time on other important tasks. (4) We actually 

visit each customer to identify their specific needs, which is a unique 

practice in our industry. (4) As a result, 95 percent of our clients are 

happy with the first version of their app. (5) So, how does your 

organization handle new employee training?”

goMDsmallbiz.maryland.gov
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Sample Elevator Pitch

Hi, I’m Alison Tavik, Project Manager with Age Well Remodeling. 

We modify single family homes to accommodate the needs of aging 

residents who want to remain in the home they love. Our experts 

know the small changes that will make a big impact on their long-

term comfort and safety. I’m not exaggerating when I say that every 

homeowner we have worked with said they preferred investing in 

their own home rather than moving to an assisted living community. 

Where do you plan to live throughout your retirement years?”

goMDsmallbiz.maryland.gov

https://gomdsmallbiz.maryland.gov/Pages/default.aspx


Sample Elevator Pitch

(1) Hi, I’m Alison Tavik, Project Manager with Age Well 

Remodeling. (2) We modify single family homes to accommodate 

the needs of aging residents who want to remain in the home they 

love. (3) Our experts know the small changes that will make a big 

impact on their long-term comfort and safety. (4) I’m not 

exaggerating when I say that every homeowner we have worked 

with said they preferred investing in their own home rather than 

moving to an assisted living community. (5) Where do you plan to 

live throughout your retirement years?”

goMDsmallbiz.maryland.gov
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Know Your Customer

goMDsmallbiz.maryland.gov

Doing Business with the 
State of Maryland

https://gomdsmallbiz.maryland.gov/Pages/default.aspx


Know Your Customer

Your business must be in Good Standing with the Maryland 
Department of Assessments and Taxation.

https://dat.maryland.gov/Pages/default.aspx

goMDsmallbiz.maryland.gov
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Know Your Customer

All solicitations over $15,000 must be publically posted 

(advertised) on eMaryland Marketplace Advantage (eMMA).

https://emma.maryland.gov/

goMDsmallbiz.maryland.gov
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Know Your Customer

Certification in a socioeconomic 

program is not a requirement 

for doing business with the 

State of Maryland.

Why Certify?

Nearly every contract with state funding is reviewed for small 

business designation and/or minority, women, and veteran 

inclusion.

goMDsmallbiz.maryland.gov
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Small Business

Reserve (SBR)

Program

• Prime contracting 

program

• 15% set-aside

• Race and gender 

neutral

• State-defined small 

business eligibility 

standards apply

• Online certification 

process (eMMA)

• Annual renewal

State Procurement Programs 

Veteran-Owned Small 

Business Enterprise 

(VSBE) Program 

• Subcontracting 

program

• 1% aspirational

goal 

• 3-Step certification 

process includes 

verification of 

veteran status

• Annual renewal

Minority Business 

Enterprise (MBE) 

Program

• Subcontracting 

program

• 29% aspirational 

goal 

• Race and gender 

specific

• Application-based 

certification process

• Annual renewal

MBEs and VSBEs are encouraged to
perform as a prime contractor.

goMDsmallbiz.maryland.gov
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What is Procurement?

The act of obtaining or 

buying goods and 

services through a 

process that includes 

preparation, processing, 

selection, compliance, 

and approval of 

payments.

COMAR Title 21,
Section 21.01.01.03   

goMDsmallbiz.maryland.gov
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Competition is Key

• Competition is an 

integral part of 

procurement

• Socioeconomic 

programs DO NOT 

eliminate competition

goMDsmallbiz.maryland.gov
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Basic Procurement Terminology

• COMAR

• IFB

• Bidder

• NTP

• IDIQ 

• Payment Report

• SF&P

• RFP

• Offeror

• Master Contract

• Statewide Contract

• Task Order

goMDsmallbiz.maryland.gov
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Typical Solicitation Process

The Planning Phase

Need Identification –

• Identify what goods or 
services are to be 
purchased

• Research and answer
the following questions:

• Are there any
exemptions?

• Is a Request for 
Information (RFI) needed? 

• What does market 
research show for cost 
estimates, potential 
resources, latest 
innovations, etc.?

• What contract type will
be used?

Pre-Solicitation –

• Determine the best 
method to obtain the 
identified goods or 
services

• Research and answer the 
following questions:

• Are there State resources 
available?

• Are there State contracts 
available?

• Are certified small 
businesses available?

• Obtain fund certification

• Address delegated 
purchasing authority

• Select the procurement 
method

• Plan the solicitation
• Establish the timeline
• Select the team

Solicitation Preparation –

• Draft the solicitation

• Create the scope of work 
or statement of need

• Identify minimum 
qualifications and 
requirements

• Determine if third party 
consultants are needed

• Establish socioeconomic 
goals

• Finalize documents for 
review and approval

goMDsmallbiz.maryland.gov

https://gomdsmallbiz.maryland.gov/Pages/default.aspx


Typical Solicitation Process

The Procuring Phase

Solicitation –

• Public Advertisement and 
Notice

• Post on eMMA (if value is 
estimated  to be over
$15,000)

• Host pre-bid/proposal
conference (always
required if an MBE goal
has been established)

• Communication between
the procurement officer
and vendors

• Amendments to the 
solicitation

• Receiving vendors’
responses – bids or
proposals

Review / Evaluation
Process –

• Public Bid Opening for IFBs

• Conduct initial reviews of 
bids/proposals

• Technical Proposal 
Evaluations for RFPs

• Financial proposal opening 
for RFPs 

• Final evaluations for RFPs

• Conduct final review for IFBs 
– determining lowest 
responsive bid from the 
responsible bidders

• Award recommendation

• Unsuccessful offeror 
debriefings for RFPs

• Limited to discussion of the 
unsuccessful offeror’s proposal

Award Process –

• Final approvals

• Internal agency approvals
• Control Agency Approvals

• Board of Public Works (BPW) 
Approvals 

• Execution of the contract

• Publication of contract
award on eMMA

• Not including contracts 
$50,000 or less (small 
procurements)

goMDsmallbiz.maryland.gov
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Typical Solicitation Process

The Performance Phase

Contract Administration 
Process & Contract 
Commencement –

• Conduct a kick-off 
meeting

• Monitor contract 
performance

• Payment for 
accepted goods and 
services

• Contract renewal 
options & 
modifications 
(if necessary)

• Re-procurement 
plans (if necessary)

• Contract close 
out/transition

goMDsmallbiz.maryland.gov
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Invitation for Bid (IFB)

• Seeking a price 

• The solicitation is typically a 
straight-forward and
well- defined

• Commonly used to 
purchase supplies, capital 
equipment or construction 
work 

• Typically, not used for 
complex purchases 

Procurement Methods

Request for Proposal (RFP) 

• Seeking a solution

• Designed to help the 
contracting officer understand 
the various proposed 
methods and approaches 
that can be used to meet the 
requirements outlined in the 
solicitation

• Multi-step process, 
commonly used for 
complex purchases

Late submissions are NEVER, EVER accepted. 

The award is based on minimum 

qualifications and price.

The award is based on technical 

competency and price (best value).

goMDsmallbiz.maryland.gov
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Responsive and Responsible

“Responsive” relates 

to the tangible 

documents submitted

to the State by the 

designated date.

Applies to both
bids and proposals

“Responsible” relates 

to the bidder’s technical 

capability to deliver the 

product/service as 

required; reliability and 

integrity are also factors.

Applies to both

bids and proposals 

goMDsmallbiz.maryland.gov
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Purchasing Categories

Small Procurement –
Category I:

• $5,000 or less

• Can use oral, written, or 
published solicitation to 
obtain quotes

• Encouraged to solicit 
quotes from small & 
minority businesses

• Award is based on the 
procurement officer’s
judgement

Direct Solicitation

Small Procurement –
Category II

• $5,001 -$15,000

• Can use oral, written, or 
published solicitation to 
obtain quotes

• Encouraged to solicit 
quotes from small & 
minority businesses

• Award is based on the 
procurement officer’s
judgement

goMDsmallbiz.maryland.gov
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Formal Procurement:

• $50,000+

• Written solicitation required

• Must be published on
eMMA

• Must try to get a least 2 
valid quotes

• Awarded to the lowest/best 
responsive & responsible 
bidder/offeror 

Small Procurement –
Category III:

• $15,001 - $50,000

• Written solicitation required

• Must be published on 
eMMA

• Must try to get a least 2 
valid quotes

• Awarded to the lowest/best 
responsive & responsible 
bidder/offeror 

Purchasing Categories

Open Competition

goMDsmallbiz.maryland.gov
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Prime Contractor
CUSTOMER = STATE 

AGENCY/DEPARTMENT

• Read thoroughly and follow 
instructions to the letter

• Attend the pre-bid meeting

• Don’t guess or assume 
anything; ask questions until 
you are sure

• There is no penalty for asking 
questions

• Conduct your MBE outreach 
efforts early; cast a broad net

• Keep records of all outreach 
activity

• Complete the required MBE 
or VSBE paperwork correctly; 
failure to do so could 
eliminate you from 
consideration 

• MBEs performing as a prime 
contractor may fulfill a 
maximum of 50% of a stated 
contract goal

• Request a debrief if you are 
not the apparent awardee

Late submissions are NEVER, EVER accepted. 

goMDsmallbiz.maryland.gov
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Subcontractor

• Try to respond to all requests 
for quotes from prime 
contractors

• Document all correspondence

• Don’t submit quotes in a 
vacuum - know overall project 
& know your scope of work

• Follow up on all quotes

• Never sign any blank forms 
and keep copies of everything 
you sign

• Introduce yourself to the MBE 
Liaison at the State agency

• Identify your primary point-of-
contact with the prime contractor

• Submit monthly payment forms 
throughout the life of the contract

• Do what you say you are going 
to do

CUSTOMER = PRIME 
CONTRACTOR

goMDsmallbiz.maryland.gov
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State Contracting Pipeline

eMaryland Marketplace 
Advantage (eMMA)

Procurement Forecast

Board of Public Works

goMDsmallbiz.maryland.gov
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Data Mining

Prime Contractors
• Competitors
• Pricing 
• Contracting cycles
• Purchasing agencies
• Purchasing officers

Sub Contractors
• Primes who win state 

contracts
• Contracting cycles
• Socioeconomic program 

inclusion
• Purchasing agencies

goMDsmallbiz.maryland.gov
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eMMA Vendor Registration

https://emma.maryland.gov/

goMDsmallbiz.maryland.gov
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eMMA Vendor Registration

https://emma.maryland.gov/

goMDsmallbiz.maryland.gov
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eMMA Search – Public Solicitations

Keyword: Water

goMDsmallbiz.maryland.gov
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eMMA Search – Public Solicitations

Advanced Search

x

goMDsmallbiz.maryland.gov
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https://emma.maryland.gov/
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Keyword: Window

goMDsmallbiz.maryland.gov
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https://gomdsmallbiz.maryland.gov/

Procurement Forecast
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Procurement Forecast

goMDsmallbiz.maryland.gov
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Example #1 Results
Partial View

goMDsmallbiz.maryland.gov
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Example #2 Search

goMDsmallbiz.maryland.gov
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Example #2 Results

Partial View

goMDsmallbiz.maryland.gov
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Board of Public Works

https://bpw.maryland.gov/

goMDsmallbiz.maryland.gov
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Board of Public Works

https://bpw.maryland.gov/

https://bpw.maryland.gov/
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Tailor Your Communication

goMDsmallbiz.maryland.gov
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Ms. Procurement Officer,

I see from the state’s procurement 
forecast that the Department of 
General Services is planning to 
replace the asphalt shingle roof on 
the Shockley House in Western 
Maryland. The projected advertising 
dates and term of contracted are 
listed as “TBD”.  This would be a 
great fit for my company. Are you 
able to provide additional 
information at this time?

Sample Email 

goMDsmallbiz.maryland.gov
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Mr. Prime Contractor,

I see from my research that XYZ 
Company frequently bids and wins 
work on state-funded construction 
projects. ABC Construction has solid 
past performance, is well-priced, 
and delivers amazing quality 
services. As a certified MBE, I can 
also help you fulfill subcontracting 
goals. I would like to explore 
opportunities to join your team. 
When can we schedule time to 
meet? 

Sample Email 

goMDsmallbiz.maryland.gov
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Ms. Procurement Officer,

While researching the state’s 
purchasing patterns for window 
replacements and repairs, I see that 
you have often led those purchases 
above $500,000. As a small business 
owner and certified SBR vendor, I am 
interested in similar work within the 
state’s Small Procurement Categories 
I and II. My Capability Statement is 
attached. Are you the right person 
for these smaller purchase 
thresholds or can you direct me to a 
better contact?

Sample Email 

goMDsmallbiz.maryland.gov
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Compete with Confidence

goMDsmallbiz.maryland.gov
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2023 Training
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Keep Learning

goMDsmallbiz.maryland.gov

• 2 free webinars every month

• No cost to attend

• Register in advance to receive the 
participation link

• Download the presenter’s slide 
deck

• Access video recordings of all 
classes on our YouTube playlist

https://gomdsmallbiz.maryland.gov/Pages/default.aspx


Upcoming T.I.P.S. Webinars

10 a.m.
Build Revenue In Your Backyard:

Position to Win Federal Contracts

Tuesday, January 24, 2023 

10 a.m.
State Procurement 101

Thursday, January 26, 2023

Upcoming Workshops

10 a.m.
MD VSBE:

Federal SBA Update for Veteran-Owned 
Business Program

Wednesday, January 11, 2023

goMDsmallbiz.maryland.gov

Registrations open approximately 3 weeks in advance!
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Resources & Partners

Maryland Procurement Technical Assistance 

Center (PTAC)

https://www.mdptac.org/

Greater Baltimore SCORE

https://greaterbaltimore.score.org/

Maryland Women’s Business Center (MWBC)

https://marylandwbc.org/

Baltimore-Metro Women’s Business Center 

(Balt-Metro WBC)

https://www.baltmetrowbc.org/

Maryland Entrepreneur HUB

https://marylandentrepreneurhub.com/

Governor’s Office of Small, Minority & Women 

Business Affairs

https://gomdsmallbiz.maryland.gov/Pages/default.a

spx

Maryland’s Office of Minority Business Enterprise 

(OMBE)

https://www.mdot.maryland.gov/tso/pages/Index.a

spx?PageId=90

Maryland Department of Commerce

Maryland Financial Incentives for Business

https://commerce.knack.com/maryland-funding-

incentives

Maryland Small Business Development Center 

(SBDC)

https://www.marylandsbdc.org/

https://www.mdptac.org/
https://greaterbaltimore.score.org/
https://marylandwbc.org/
https://www.baltmetrowbc.org/
https://marylandentrepreneurhub.com/
https://gomdsmallbiz.maryland.gov/Pages/default.aspx
https://www.mdot.maryland.gov/tso/pages/Index.aspx?PageId=90
https://commerce.knack.com/maryland-funding-incentives
https://www.marylandsbdc.org/


To register to receive our and notices of all 

upcoming classes & workshops and monthly bulletin 

go to www.goMDsmallbiz.maryland.gov. 

http://www.gomdsmallbiz.maryland.gov/


Mining Public Data Techniques

www.goMDsmallbiz.maryland.gov

Videos & Slide Decks

Procurement Forecast

Board of Public Works

eMaryland Marketplace 
Advantage (eMMA)

Learn how to navigate our pipeline resources!

http://www.gomdsmallbiz.maryland.gov/
https://www.youtube.com/watch?v=9Clieo5rPCA
https://www.youtube.com/watch?v=yOpT_Xr3av8
https://www.youtube.com/watch?v=J0i1qgXak1M


VIDEO PLAYLISTS

Technical Training 

Classroom Playlist

https://www.youtube.com/playlist?list
=PLlgoHh4Po1J0W63akD6aGAU8JmT0

qzOrX

goMDsmallbiz.maryland.gov
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Alison Tavik
Director, Communications & Outreach

alison.tavik@maryland.gov

goMDsmallbiz.maryland.gov
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